


Online Business Account - How to view and download reports 





Online Business Account = 
Orders To more: eo 


Reports 





There are a range of reports in [À Sales Order Ad-hoc 
| LA sales Order & Invoice Ad-hoc 
the reporting suite that can LD Tracked Sales Order Report 
. . . . [į Sales Order by Your Referente / Emaniftest ID 
provide you with information on un 
your mailings including data on Li Business Mail Advance 


LA Bulk Mail Services 
volume, value by account, LAT E 


products used, full sales order and LÀ Summary by As count 
LA summary by Product 


invoice data within specified dates. |L summary by Product and volume (overtime) 
[à Inveine Ad-hoc 

[3 Invoke Summary 

LA Billed Amounts 











To find out what data each report can provide, hover your mouse over the report name and a box 
will appear describing what information can be found within that report: 





Online Business Account 
Orders [invoices o Administration | 


Reports : 





[N Sales Order Ad-hoc 
[Y sales Order 2 Invoice Ad-hoc 


L Tracked Sales Orda 


es Order iw i Provides all the same information as the Sales Order Adhoc report plus the invoice number that the sales order has been billed | 
agaist 










= 
CERA] 


EF Business Mail Advance 

2 Bulk Mail Services 

[3 Add-on Fees 

[à Summary by Account 

[7 Summary by Product 

[3 summary by Product and ‘Volume (overtime) 
[3 Invoke Ad-hoc 

[3 Invoke Summary 

[Î gied Amounts 
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Using the reports 





To run a report, simply 


click on the report name Online Business Account 
link and, depending on the — COI ER + zz 


report, youll be presented Reports 
with selection criteria - Variable Entry 






this will change depending 
on the report chosen. 





Available Variants: A Show Wariable Personalization 


General Variables 





, . | Variable=* Current Selection Description 
The example right is for * | Date 
the Sales Order Ad-Hoc ee 
y Account 
report. E 








To enter a date, the easiest and quickest way Is to type the date or date range. Ihe date needs to be 
entered in the format of dd.mm.yyyy and if you want to enter a date range, youll need to enter it in 
the format of: dd.mm.yyyy(space)-(space)dd.mm.yyyy. For example 15.01.2016 - 24.01.2016 


Once you've entered the date and any other selection criteria (e.g. account number if you don't want to 
report on all the accounts you have access to) click 'OK' and the report will return the data matching 
your selection criteria. 


If you use similar search criteria each time, you can save a template of your search criteria, by 
entering the search criteria and then clicking on ‘Save as. Give your search a name and that criteria 


will be saved for future use. re 


Date [15.01.2016 - 24.01.2016 | 
Once the report is displayed, you will see the ‘Navigation Block. | 
Navigation Block: 


* Columns 
" Key Figures 
+ Rows 
The headings shown under the ‘Rows section are fields already shown in . Date 
the report. A 
« Confirmed by 
« Confirmed Date 
= Confirmed Time 
a Accoun 
* Poster 
= Postal code 
* Destnaton Couniry 
= Product 
a Class of mail 
- Formai 
A Magazine EEE 
" Magazine code 
The headings under the 'Free Characteristics' section are fields that can MA 
Free characteristics 
be added to personalise your report. « Container Type 
= Cusiomer reference 
= Department 
= Line tem 
= Soles order type 
= Service reqeter occurence 
= Your descrphon 
= Your Reference/Emanifest iD 
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— 


You can add or remove fields in both areas by F 


using the ‘drag and drop’ functionality. Online Business Accoun 


= -e ee meer = a oe 
| Orders 


Reports 


EZE 





"AM 
+ decor 

* Pole 

" PR Code 

* Cestraten Coustry 


Simply, place your mouse over the heading that + Product 
you want to move, left click on your mouse and ec 
then - whilst holding the left button down - move 





+ La ah ata 


the mouse to where you want the heading to be + CRN Come 
placed. While dragging the heading, you'll see a eg 
black line showing the location of where you are + Comomer reference 
. . Deore 
moving the new header to. + Lina De 
+ Galea oder hte 


+ Service EPA some 


The field that you have chosen will now show in Ann 
the report data. + Voor Betererce Ematifea! O 


If you dont want to use the 
drag and drop functionality, 





tination Country = | Product = Class of mail = | Formatz Magazine issue 
there is an alternative: in the Notessigned CLA BUSINESS MAIL ADVANCED 10 AJO : J 
body of the report, using your ` EuF OLA INTERNATIONAL STANDA m = = + 
mouse, hover over a column ee Le) | ChangeDrikown + : x 
Not assigned SD1 SD GUARANTEED BY 1P AAD # # 
until the symbol changes to a a e eran as ae] Printed Version ; : 
h d b | d ; h t li k . ue DEA EIRT Distribute and Export + > = 
and symbol and right click in | LA INTER! pa É 

Not assigned CRL ROYAL MAIL 2448 4 = 

a column. hint acocinnard rit En AD ARITEPT AW 1 DEA a + + 


A sub menu will appear allowing you to perform various actions to personalise the report: 
Filter 


Keep Filter Value - Select the information you want to filter on and this will be applied across the 
report. For example, if you click on a specific Poster within the Poster column, then the report would 
refresh to show only the information for the Poster name you have selected. The Poster Column will 
be removed from view. 


Fix Filter Value to Axis - Select the information you want to filter on and this will be applied across 
the report. For example, if you click on a specific Poster within the Poster column, then the report 
would refresh to show only the information for the Poster name you have selected. The Poster column 
will remain in view. 

Filter & Drilldown according to - If you want to filter several bits of information, then you can use 
this function to select several areas of data. 


Select Filter Value - If you want to filter to a specific reference field, you can use this filter function. 
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Change drilldown 


Drilldown by - Swap the current column you are In with one of the Free Characteristic options. 


Swap ‘column header name’ with... - Allows you to swap the current column you are in with any of 
the other column header options. 


Remove Drilldown - Returns the report to the original format. 


Swap Axis - Will change the report so that the column data becomes the rows and vice versa. 


Printed version 


Printed version - Provides you with an option to print the report. 


Distribute and export 


Distribute and export - Allows you to export the report into Excel or CSV formats and provides the 
option to Bookmark which means you can a new report whilst keeping your original report. 


Sort ‘column header 


Sort column header - Lets you sort the data in the column either ascending or descending order. 


Your report is now ready to be used as you need. 
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